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ALPHABETICAL CARD INDEX:

Divided into two series - Master Plumbers and Journeyman
Plumbers. Each card contains information on the name
and address of each plumber, registration number,
license number, amount paid and the year paid.

REGISTRATION FILE:

Retain permanently.

Separated into two section - Master Plumbers and
Journeyman Plumbers, Each section is arranged chrono-
logically by registration number and indexed by an
alphabetical card file. Contents include applications,
test results, completed examinations, photographs and
correspondence.

ADMINISTRATIVE CORRESPONDENCE FILE:

Retain for five (5) years
after last renewal, then
destroy.

The subject of this file is mostly routine although
some correspondence dealing with complaints is kept
here.

Retain routine correspond-
ence for three (3) years,
then destroy.

Retain complaints for five
(5) years, then destroy.

Retain permanently corre-
spondence which establishes
policies or expresses an
opinion of the Attorney
General.
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